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What is Tracker?

Tracker is a web-based tool designed to streamline Federal and State program monitoring and
track the implementation and evaluate the effectiveness of LEA Improvement Plans. Tracker
provides a consolidated tool for managing and streamlining these two activities.

Plan Development

The information to develop your Plan comes from your LEA data gathered and reviewed offline,
and may include a Self-Assessment (such as Standards and Rubrics for LEA Improvement), AYP
determinations, local assessments, and your LEA experience and knowledge of needs.

Developing the LEA Plan is a collaborative activity of the LEA staff responsible for implementing
the actions in the Plan. The key decisions and descriptions of the activities should be thoroughly
discussed while the Plan is being developed. Tracker provides step-by-step assistance to
organize the information for planning, monitoring, and reporting.

Once you enter your Plan, you can use Tracker's features to:

Budget Plan and review the use of available funds by source and by
allocation within the plan.

Organize Develop sequential Goal, Strategies, Action Steps and Tasks; assign
Timelines, Persons Responsible and Budget amounts; share the Plan
with others.

Track View the Plan on a timeline, track and report progress of

implementation.

Communicate Exchange and archive messages with your colleagues on your
progress toward implementing your Plan.

Provide Evidence Share files and resources with your colleagues through an online file
cabinet.
Report Create and access printer-friendly reports of full or filtered Plan

views, including progress reports.

Once you have completed your Plan, you will login regularly to update the status of your
activities and report on your progress toward accomplishing your goals. SEA will also check in
regularly to keep track of your progress and prepare for onsite visits or provide guidance and
feedback.

LEA Timelines for Plan Progress Updates, which are to be submitted Quarterly to LEA
Superintendent, Title | Director, Principal and the USOE, are:

November 30" February 28" May 31°% August 31%
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Monitoring

The Monitoring module of Tracker helps streamline the process for Program Monitoring and
other types of LEA monitoring. The online system presents you with the appropriate group of
monitored items, and allows you to respond to those items by uploading evidentiary documents
and providing assurances.

One advantage to the online system is that LEAs will collect and upload electronic versions of
evidence for review by the SEA, and Tracker also maintains a history of submissions for the LEA
and SEA to access and/or review.

LEA Timeline for Desktop Monitoring Instrument submission is December 1%

End User System Guidelines

Tracker runs on Mac or PC platforms. It requires an active Internet connection, and either
Internet Explorer v.7.0 or above, or Firefox v.2.0 or above web browsers. Other browsers will
likely work, but we cannot guarantee support for them at this time. The system itself does not
require available local disk space, but it may be beneficial to have space on your computer for
LEA document storage.

Although a document scanner would be helpful to make electronic versions of printed
documents, it is not required.

User names and system notifications require a valid email address for each user. Please note that
email servers for schools, LEAs and county offices may have security settings that block messages
from Tracker. If users are not receiving Tracker invitations and messages, the USOE will work
with your IT department to ensure that messages work with your IT department to ensure that
messages automatically generated emails coming from IP address 198.60.12.* (or .9 in place of
the star) can get through local firewalls. Auto-generated messages will come from
DMl.helpdesk@schools.utah.gov, please add to your white-list.

User Accounts
In order to access Tracker, you must have:

e An email account
e Authorization to add you as a user to Tracker

Once the above two conditions are met, your Tracker LEA Administrator will create a separate
Tracker user account for you. Your Tracker user account is associated with your LEA. You will not
be able to view or modify any data for other LEAs using Tracker.

The administrative user who creates your Tracker account will determine your access level. Your
access level defines what you are allowed to do within the system. There are four access levels:
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LEA User

LEA Users can work with both the Plan and Monitoring modules. They
can edit Plan goals, create strategies, action steps, and tasks and
upload documents to the File Cabinet. They can also respond to
monitoring items by uploading evidence and responding to
instrument item questions. LEA Users can also see, comment on, and
attach files to School Plans in the LEA.

LEA Administrator

In addition to performing all the functions of an LEA User, LEA
Administrators have the ability to create new users in their LEA and
select which LEA users may submit completed instruments or plan
goals to SEA. They can Manage Goals and Add or Edit funding sources
for the Plan. They also have the ability to edit School Plans in the LEA.

School User

Where school plans are available, school users may perform all of the
Plan functions that LEA Users may perform. For LEA Plans, school
users may upload documents and post comments. Additionally,
school users may upload Draft documents associated with their
school to the LEA’s program monitoring items.

School Administrator

In addition to performing all the functions of a School User, School
Administrators have the ability to create new users for their school.
They can Manage Goals and Add or Edit funding sources for the
School Plan.

Accessing Tracker (Logging in)

Enter your email address and password to enter the site. If you have forgotten your password,
use the Password Recovery tool on the Login screen by clicking Reset Password.

Log on

Fields marked with a * are reguired.

Welcome to PMT. Please log in to use the system.

Eirst-tirme user? Accept Invitation

Email Address: I

*

Password: I

*

Log onl

If you hawve trouble logging in, please contact
trackeradmini@wested.org

" Reset Password

Page 8 of 66




Tracker — LEA User Guide v2.6

Enter your email address on the next screen and click Send Invitation Now to receive a new login
invitation via email that will allow you to create a new password and login.

Invitations

To access Tracker, individuals must be invited by an administrative user. Users will receive an
email invitation from the administrator with instructions for creating an account. The invitation
email includes a web link that the user will access to accept the invitation.

To accept an invitation, click the link in the email or copy and paste it into your browser’s
address bar. Alternately, click the First-time user? Accept Invitation link on the Logon screen. If
using the link in the email, it will lead to the Accept Invitation page, with your Invitation Code
and email already filled in. Your email address will serve as your Tracker username. You must
select a password for your account. Your password must follow the required guidelines:

e atleast 8 characters long

e atleast 1 each, upper case and lower case letters,
e atleast one number

e at least one special character (%, #, or others)

After you click Create Account, you will be returned to the Login screen to enter your email
address and the password you just created.

Creating User Accounts (LEA Admin Only)

To create a new account, click the Setup & Maintenance link (visible only to Administrators) at
the upper right side of the screen. Select Users on the left side navigation.

You may search the user list to see if someone already has an account. If not, click Add a
Contact at the top of the list. The Add Contact screen will appear.

Programs MEIHEIQE Users F Add User

Instruments

Users

=== Q | GO | Show | All Levels =

Organization

Evidence Showi |AH Crganizations j

Itern Dimensions

Localization

Goal Templates All Assigned users

Plan Tags natructionsiD ;

System Dashboard nstructions/Description
NAME ORGANIZATION EMAIL LEVEL ADMIN
Cycle C Admin Cycle C Sample ecarterHea@wested.org District admin
teresa arizmendi Test District teresa arizmendi@gusd K12.ca.us District
Don District Cycle C Sample ddistrictiznomail com District admin

The first step in creating a new invitation is to indicate the Access Level. As a LEA Admin, you will
only have access to the LEA and School selections. If selecting a LEA user, select the LEA name
from the menu if you have access to more than one LEA. If selecting a School user, select the
LEA, then the School.
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Enter information for each new user:

e Check the Administrator box to give the user LEA Admin or School Admin rights
e Enter First Name, Last Name and Email Address
e Add other details if known (Phone number, Position and Department)

Invite a new User

Create Account

District users must be associated with at least one district. District administrators may add district & school users, and assign
submitters.

Access Level ®
© State

@ District | |

© Schoal

[T Adrinistrator

First Name * I Last Name * I Email * |

Fhaone I

Position I

Department I

Create Account |

Click Create Account to save the information and send an email invitation to the new user.

Once you create the account, you will be directed to screens that allow you to associate the
person with additional LEAs, and assign monitoring and plan permissions, if appropriate.

Add Organizations

You may add additional LEAs to a LEA-level account (if you have LEA Admin access for multiple
LEAs) or additional schools to a School-level account. You may not add entities from a different
level to someone’s account (i.e. you may not add LEAs to a School account or Schools to a LEA
account). Indicate if the user should have Admin access for the selected organization. Click
Assign to add the new organization.
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Assign this user to another organization? Skip |

To assign a user to more than one organization, choose it from the list below.

ADMIHISTRATOR

DISTRICT [ABC Unified - 9642120000000 =] r

Assign |

Add Monitoring Assignment

LEA-level users may be selected as instrument LEA Submitters for any instrument assigned to the
LEA. (School users may not be selected as LEA Submitters). To add LEA Submitter access to the
new user, select the instrument(s) off that you wish to add the user to and click Assign.

Assign this user to monitoring reles? Skip |

LEA users rmay be submitters for monitoring instruments in their districts.

oistricT | Demo District - 1234567890 j

Instruments Submitter Reviewer
Carestr Technical Ed - -
Chiled Developiment ¥ |

Add Plan Assignments

If Plan submittal/approval is used in the state, the last step in creating a LEA-level user allows the

admin to assign the user to be a Plan Submitter. Select the LEA Plan that the user is a Submitter
for and click Assign.

Assign Roles to Available Plans

Description Link Submitter

District Plan for Acadetnic Excellence District - LE& Conzolidated Plan |l

Assign |
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Users with Multiple Organizations

Some LEA and school users may have access to multiple organizations. State Administrators may
set a Primary Organization for these users, as needed. If no Primary Organization is selected, all
associated organizations will display with the user’s name on the Comments and Assignment
screens:

Assigned (3)

NAME - ORGANIZATION

.

Tammy Lazarda - Demo District, Test District

[T Mary LEA - Indisna District, Sample District, Training District, Demo Distri
Test District

[T Meww Submitter - Demo District

The user’s Primary Organization, when selected, appears on the user profile’s list of associations.

Organizations
PRIMARY DISTRICT ORGAHIZATION LEVEL
RETIRED Cycle D Sample Los Angeles - 19 Diztrict L=zer
RETIRED Leaky District Test County - ¥ District user
Indliana District Test Courty - ¥ District user
Sample District Los Angeles -19 District user
Training District Test Courty - ¥ District admin
Demo District - 1234567390 Test Courty - ¥ District user
Test District - X Test Courty - ¥ District admin

Read-Only Users

State Administrators may set up LEA or School users as Read-Only users. These users may access
any area of the system based on their associated organizations but may not:

e Post comments

e Upload documents, links or hard-copies or associate documents
e Add or edit anything in a school or LEA plan

e Access Setup & Maintenance

e Participate in the self-review of a monitoring instrument

e Submit instruments

e Submit plan components

e Edit Onsite information for LEA or School Contacts/Notes
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LEA Overview Page

The LEA Overview page is the default home page. Once you are logged on, your name appears in
the upper right corner of the screen. You may logout by selecting the Logout link to the right of
your name. You may also access Help resources by clicking the Help link in this section. The
Setup & Maintenance link appears only to Administrative users.

The LEA Overview page displays a status of your Monitoring and Plan activities.

WestEd's Planning and Monitoring Tracker

File Cabinet

LEA Overview LEA Settings
Academic Excellence District - 05400845

EAT Unified

2011 - 2012 School Year 3 | ( Update

Year 1

KT 7YY

Instruments ‘i

Last Updated : Dor
District 008/2011 3.:49
M

Status : In F
Progress: : 20 %

Annual Submissions

Cyele 1

Cycle 2
Goals

Cycle 3

Cycle 4

Cycle s
English Learners (EL)
Onsite Instrument

SASA SIG Monitoring
SIG Implementation (SIG)]

¥
¥
¥
¥
F
Cycle § in Progress
¥
F
¥
F
¥
Fi ilization Fund (SFSF) F

ﬂ) Onsites

Annual onsite visit 10/17/2011

10/19/2011

Reading/Language Arts Proficiency
Mathematics Proficiency

Teacher Qualifications

Post Secondary/Workforce Readiness
Proficiency in English for ELLs
Technology Literacy

Parent and Community Participation

$IG Goal

/" School Plans (-
17

Needs Further Action
Submited
Accepted
Submitted
Submitted

in Progress

Show 2 Retwed

You may select a different school year from the default school year if you need to return to
previous years’ instruments. Select the school year and click Update. You will see the non-
default school year at the top of the screen to indicate that you are looking at a previous year.

LEA List

If you have access to more than one LEA, the home page will be the Home tab, which is the list of
LEAs you have access to. Here you will select the LEA you would like to view, which will take you
to the LEA Overview screen for the selected LEA.
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Onsites

The Onsites section is a place where the state and the LEA can coordinate important information
about monitoring onsite visits. If the state has assigned an onsite visit for the current year, this
will be displayed on the LEA Overview screen. Click the onsite name to view the record. All
information is displayed on the onsite record screen.

‘ﬂ’] Onsite: 4-Winds Academy, Incorporated dba 4-Winds Academy - 018752000

4-Winds Academy, Incorporated dba 4-Winds Academy
07/12/2010 -Q7/29/2010
testing dates

Instruments Assighments
ONSITE TEAM LEADER LEA ONSITE COORDINATOR
Mot Assigned Mot Assigned
INSTRUMENTS STATUS REVIEWERS LEA SUBMITTERS
SESE In Progress testing plans
Technology Plan In Progress Erin Carter (Wested)
LEA ONSITE CONTACTS
Mot Assigned
Schools
SCHoOOL DATE INSTRUMENTS NOTES

4-wWinds Acaderny - Q7105/2010-07/01/2010 Technolodgy Plan
018752001 - 018752001

4-Winds Acadery - O7/26/2010-07i22/2010 SFSF
018752001 - 018752001

The onsite title, dates of the visit and description provided by the state appear at the top. The
state’s onsite Team Leader and the LEA’s Coordinator are shown, assigned by state users.

Below this is the list of monitoring instruments that will be reviewed as part of the onsite visit.
The Program Reviewer(s) and LEA Submitter(s) for each instrument are cross-referenced with
the current assignments on the Monitoring tab. LEA Admins may modify the LEA Submitters
here or on the Monitoring tab.

Additional LEA Onsite contacts may also be added or modified by LEA Admins by clicking the
pencil icon. Select any available LEA users to add to the Onsite Contacts list. You may provide an
optional note about these contacts.
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‘ﬂ Onsite: 4-Winds Academy, Incorporated dba 4-Winds Academy - 018752000

Assign People

4-Winds Academy, Incorporated dba 4-Winds Academy
07/12/2010 -07/29/2010
testing dates

Choose users for this role. You may also invite a new user or enter contact infarmation manually

LEA Onsite Contacts

Available (4 Assigned )

User Hame - Organization
Assign >> Mone assigned
[T Steve Chavez- 4-Winds Acaderny,

Incorporated dba 4-Winds Academy

[ Sue Moulden - Dermo Houston High
School, 4-Winds Academy, Incorporated
dba 4-Winds Acadermy

[T TestAccount- Ajo Unified District, 4-wWinds
Academy, Incorporated dba 4-Winds
Acadarmy Notes

[~ testing plans - 4-wWinds Acadarmy,
Incorporated dba 4-Winds Academy

The schools that are being visited as part of the onsite visit are shown at the bottom of the
record.

Schools
SCHOOL DATE INSTRUMENTS NOTES
4-\Winds Acadermy - O70a/2010-0710172010 Technolady Plan

018752001 - 0187520M

4-Winds Academy - O7/262010-07/2272010 SFEF
018752001 - 018752001

LEA Admin users may click the pencil icon next to any school to add or modify school visit
contacts.

Search for existing contacts who are Tracker users by typing in part of the individual’s name.
When you find a match, select the user by checking the name and then click the Add Contacts
button to add the user(s) to the list of school contacts. You may provide additional notes about
the school contacts or school visit. Click Done to save.
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4-Winds Academy, Incorporated dba 4-Winds Academy
07/12/2010 -07/29/2010
testing dates
Choose schools to be wvisited. Far each schoaol, specify the planned dates for visits and instruments to be monitored. ¥ou can
edit this at any time.
School  4-Winds Academy - 018752001 SCHOOL DATE
4-Winds Acaderny - 07/05/2010-07
Dates  O7/052010-07/01/2010 018752001 0172010
Instruments  Technolagy Plan 4-Winds Acaderny - O7r26/2010-07
018752001 f2212010
Contacts |rest Q | Search |
- Test Account - Ajo Unified District, 4-Winds Academy, Incorparated
dba 4-¥Winds Academy
- testing plans - 4-Winds Academy, Incorparated dba 4-Winds
Acadermy
Add Contacts |
Motes  Wsethis field to list any contacts who are notin the systern, or record
notes ahout the onsite.
Commenting

Comments facilitate communication among Tracker users. Regardless of email notification,
comments may be viewed by any user with access to the associated element. Throughout the
system, the comment icon indicates that commenting is available at that element.

2

The following elements of the system currently feature a comments option:

e The LEA Overview (comments at the LEA level)

e Onsite page (comments about the onsite visit)

e Monitoring Instrument Overview (comments at the Instrument level)
e Monitoring Item page (comments at the item/indicator level)

e Plan Overview page (comments about the plan)

e Plan Goals (comments at the Goal level of the plan)

e Plan Strategies (comments at the Strategy level of the plan)

e Plan Action Steps (comments at the Action Step level of the plan)

e Plan Tasks (comments at the Task level of the plan)
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View Comments

When comments exist for any element of the system, a number will appear in the comment
icon. Click the icon to view all comments. Comments are listed for the element in reverse
chronological order, with the most recent at the top. Click the View link to the right of any
comment to view its full content.

Cycle D Sample
=l COMMENTS (2] o fAdd Comment
POSTED BY WHEN COMMENT
Erin Carter 92010 FPlease note that the onsite visit dates have been updated {official notification has been Wigw
124418 FM delivered to the CPM coordinator at the district). new d..
Cycle D Test raz010 School site staff please submit all documents for CE and PIno later than 31510, Wiew
User 8:44:20 A

The view comment page shows all details and includes options for paging through other
comments for the element or returning to the full list. You may click any of the links in the
navigation options at the top. In Monitoring comments, you can return to the LEA Overview by
clicking the LEA name or return to the Instrument Overview or Item page by clicking its name at
the top of the screen.

= Cycle D Sample
Career Technical Ed (CTE)

<1 COMMENT DETAILS = Mewer 1of 1 Older =
* Remove Carnrment
Fosted by Erin Carter
On 3/22/2010 2:01:46 PM
Emailed to  Erin Carter

Comment  Please submit all CTE docurnentation befare April 30, 2010.

Wiewy All Comments

Add Comment

Click the Comment icon to view existing comments at that element and/or add a new comment.
If no comments exist yet for the selected element, you will go directly to the Add new Comment
screen. If comments exist, click the Add Comment link at the top of the list of existing comments
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to add a new one to that element. Add the text of the comment. This is what will appear in the
view of the comment. Click Post below to add the comment to the system.

¥ Cycle D Sample
Career Technical Ed (CTE)

Add a Comment

Comment  Please submit all CTE documentation before april 30, 2010.

Email option

The Add Recipients section below the Comment entry field allows you to add individual users
who will also receive an email notification of the comment being added. This may be used to
supplement the comment addition, especially if you want certain individuals to be made aware
of the new comment. Default recipients are listed for the following comments:

e Monitoring Instrument or Item: designated Team Leaders, State Reviewers and
LEA Submitters will be listed

e Plan Action Steps or Tasks: users set up as the Personal Responsible for that plan
element will be listed

e In states where a plan approval process is in place, comments at the overall Plan
level: Submitters and Approvers will be listed

Uncheck names if you do not want them to be notified.

Email a copy to M Test User - Cycle D Sample

¥ wurt Larsen - Califormia

¥ State User Test- California
¥ andrew Davidson - California
¥ Gary verhot - California

[¥ Erin Carter - Califarnia

Add Recipients

| Search |

To search for other users to notify, enter any part of the user’s first or last name to view
matches. Users can be other users at the school or LEA or any known individuals at the SEA.
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Find the user(s) you want to notify and check the box next to the names you want to send an
email to. Click Add checked to recipients to add to the list of users who will be notified by email
when the comment is saved. The names will then appear above the Add Recipients search to
indicate they have been added. Click Post to add the comment and deliver the email(s).

Putting Your Plan Online

Your Plan Leadership Team will likely want to initially write your Plan offline. Your Plan is a living
document, so when entering your Plan into Tracker, you can save your work at any point, and
come back and edit any parts of your Plan later, as needed. You may also portions of
your plan completed in the previous year, to remove them from the Plan Overview (see page
25).

For entering Plan information into Tracker, it is recommended that you have an electronic copy
of your Plan (such as a Word document) rather than a paper version. This will make it easier for
you to copy and paste detailed information from your Plan into Tracker.

Plan Organization

Tracker uses a tiered structure for your Plan: Goals, Strategies, and Action Steps. You may also
add specific Tasks to Action Steps. You will also create a Budget for your plan, and can track
expenses as you implement the Action Steps.

Goal A specific, measurable target for students to achieve. States Who will do
What by When and How you will know it. (You may write them in SMART
format: Specific and Strategic, Measurable, Achievable/Attainable, Results-
oriented, and Time-bound.) LEAs may have some goals pre-assigned by the
State, and may also add their own, local goals. Schools may select goals
from the LEA’s plan, and re-write them to reflect the school’s achievement
target, and create their own goals.

Title: Maximum 50 Characters Description: Maximum 1000 Characters

Strategy A general description of a process a LEA or school will take to reach the
student achievement goal. Each Goal may have several Strategies. What
will the LEA/school do to ensure that the goal is reached?

Title: Maximum 50 Characters Description: Maximum 500 Characters

Action Step A specific action or activity that will lead to the implementation of the
Strategy and achievement of the Goal. The Action Step includes a Title,
Description, Begin and End Dates plus comments on timelines, persons

Page 19 of 66



Tracker — LEA User Guide v2.6

responsible, costs and budget sources for each Action. Progress is tracked
by updating status, attaching evidence, and adding comments as the step is
implemented. Action Steps may also be "tagged" for filtered views of the
plan, e.g. all steps affecting Special Education students, or all steps
involving PD. Each Strategy may have several Action Steps.

Title: Maximum 50 Characters Description: Maximum 1000 Characters

Task

A specific action/activity that leads to the completion of an Action Step.
Tasks have specific due dates, persons responsible and current status. Each
Action Step may have multiple tasks.

Title: Maximum 50 Characters Description: Maximum 255 Characters

Administrator Tasks to Prepare for Plan Entry

Plan Administrators have the ability to Add/Edit features in preparation for Plan entry. This set-
up should be done before your Team starts entering your plan, so that all features are available.
The set-up includes: 1) Set up LEA Tags; 2) Add/Manage Goals; 3) Add Users to your plan, and; 4)
Add Budget Allocations.

Set-up LEA Tags

In addition to the Plan Tags created by the SEA, LEAs may create a second set of Tags, available
to their LEA and School plans, as appropriate to your plan management and implementation

needs.

To add LEA-specific tags, click on the LEA Settings link on the LEA Overview page:
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WestEd's Planning and Monitoring Tracker

LEA Overvie|

Academic Exce

LEA Settings

LEA Type Unified

File Cabinet

Tl Improvement Status Year 4

HiErin! Logout (?'Help Setup & Maintenance

[ 2011 - 2012 School Year

ad

Update |

KIS Y e

e

Instruments

Annual Submissions In Progress
Cyele 1 In Progress
Cyele 2 In Progress
Cyele 3 In Progress
Cycle 4 In Progress
Cyecle 5 In Progress
Cyele 6 In Progress
English Learners (EL) In Progress

LEA Plan Overview

Last Updated : Libby
Rognier (WestEd)
08/12/2011 2:48 PM
Status : In Progress
Progress: : 20 %

Goals
Reading/Language Arts Proficiency Accepted
Mathematics Proficiency Accepted

Teacher Qualifications

Needs Further Action

Post Secondary/Workforce Readiness

Submitted

Proficiency in English for ELLs

Accepted

You will see a list and descriptions of any LEA Tags already created, as well as a list of all SEA tags
available. To see a full description of the SEA tag, hover over the Tag name.
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LEA Overview

Academic Excellence District

LEA Plan Tags

This management page allows LEA Admins to create LEA Plan Tags to be used in addition to State-created Plan Tags. State Tags

+ Add a New Tag 2! These are existing Sta
these tags with new LEA

EDIT DELETE SORT ORDER COLOR SHORT NAME LONG NAME DESCRIPTION RELATIONSHIPS
ra X 1 1Priority LEA 1st Priority 1st Priority Action 14
Step Steps have the EEI

greatest likelihood

of increasing ELL
Student EEI
Achievement, and
should be given m
funding (and
completicn) m
priority.

£ X 2 | 2Priority | 2Priarity LEA 2nd Priarity 2nd Priority Action 1 S

Action Step Steps are also

important for

Click Add a New Tag to create additional LEA Tags. Give your new tag a Sort Order (1-8
determines the color of the tag), a Short Name (up to 10 Characters, appears in the Tag colored
label), a Long Name (up to 30 characters), and a Description (up to 255 characters.) The Long
Name and Description will pop-up by hovering over the Tag label wherever it appears in the
plan.

Click Insert to save your tag and add it to the LEA Tag list. You may also edit any existing LEA Tags
by clicking on the pencil icon, or Delete a tag by clicking on the X. On the Action Step Add/Edit
page, you will see both the SEA and LEA tags listed — you may check as many of each as fit the
Action Step. Up to 8 SEA and 8 LEA tags will show on the Plan Overview for each Action Step.
Both sets of Tags will show in the Tag filter on the Plan Overview. Anywhere the tags appear you

Tags: SEA LEA
O — Prafessional Developmant O — LEA 1t Priority Step
O [E™N - English Language Learner O EEENM - LEA 2nd Priority Action Step

=] m -- Spacial Education O m — Gates Grant

a m -- Monitaring and Evaluation Step

O [EEEREE -- indian Education

O HE] - 516 Indicators
O Y -- Technolagy

may hover the cursor over the name of the tag to see the full description.
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Add/Manage Goals

LEAs: Your SEA may have assigned common Goals to all LEAs in the state. If so, these will appear
in the LEA plan, ready to be edited with your Goal description specific to your LEA. You may also
wish to add goals unique to your LEA.

Schools: School plans will be empty when first opened. All Goals must be added by the School
Administrator, by selecting LEA Goal Templates or adding new Goals on the Manage Goals page.

Only Plan Administrators may add new Goals to a school or LEA Plan. All Users can edit existing
Goals, and add Strategies, Action Steps and Tasks. To Add a Goal, click on the Manage Goals link.
(If you are not an Administrator, you will not see this link.)

[ 4 Academic Excellence District LAST UPDATED : Libby Rognier (WestEd) 09/12/2011 2:48 PM

LEA Plan STATUS : In Progress

PROGRESS: : 20 % (9 of 44 Action Items Complete)

) Plan Plan 7 Implementation Checklist

LEA Submitters: -~ Don District, Don Draper, Isabelle Improvemant Manage Goals 1+ % 1
SEA Reviewers: -~ David Bogdonoff (WestEd), Jeff Burroughs, Erin Carter (Wested), Lisa Hamilton, Libby Rognier (WestEd), Libby Rognier '

On the Manage Goals page, you will see a list of current goals in your plan.

B R Academic Excellence District

LEA Plan

Manage Goals

3
GOALS USED IN MY PLAN Reorder Goals % Add a new Goal * Welcome to Tracker
1. Click a template goal to personalize it.; 2. Click
Origin Title goals.; 3. When you're
o o X Plan. Return to this page at
SEA Arts | ¥ Edit Goal any time by clicking Manage Goals.
By 2012, all students currently in "falls far below™ andfor "approaches” will increase in reading by10% as
measured by state standards exams. a
SEA Mathematics Proficiency Edit Goal

By 2012, all students currently in "falls far below™ andfor "approaches” will increase proficiency in
mathematics by15% as measured by state standards tests. Submitted, but still edited by LEA Admin.

SEA Teacher Qualifications Edit Goal
All teachers of core academic subjects and all instructional paraprofessicnals must be highly qualified.

SEA Post 5 dary/ Readi Edit Goal
All students will graduate from high school.

SEA Proficiency in English for ELLs Edit Goal
All English learners will make progress in learning English as measured by the State English Language
Development Test. Eighty percent of Beginners will move to Early Intermediate;50% of Early Intermediate
will move to Intermediate; 50% of Intermediate will move to Early Advanced; Early Advanced/Advanced will
become English proficient. Mo students will regress.

LEA Technology Literacy Edit Goal
New Goal 1 for Length of OVW

The Origin indicates at what level the Goal was first entered into Tracker. If the SEA created
Goals that are auto-assigned to all LEAs, the origin will be State. If you Add a New Goal, you will
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give it a Title and Description unique to your Plan. The origin will appear as LEA or School.
Schools may elect to add any goals from their LEA’s plan (Template Goals), whether they
originated with the State or LEA, or create their own unique goals. Any Goals you add, whether
from a Template or a new goal, will require you to create a Description that is unique to your
students and achievement targets. You may also re-order goals in your plan.

Add Budget Allocations

The LEA or School Plan Administrator is responsible for adding Allocations to the plan budget
from available Funding Sources. These allocations are then available for Budget Items
throughout the plan.

From any plan page, click the Budget link at the top to see the overall Plan Budget. LEA or School
Plan Administrators will also see the Add Funding Source link.

Excellence Elementary School

4 \‘ School Plan

Budget
Show | 2011 - 2012 School Year |4 + Add Funding Source I
PROGRAM SOURCE LEA BUDGETED ALLOCATION UNENCUMBERED TOTAL

No records to display

TOTAL

Administrators may select Federal or State funding sources (added by the SEA). LEA
Administrators may also create their own LEA (Local) funding sources. On the Add Funding
Source screen, select SEA or LEA to add a new source. SEA Funding Sources will allow you to
select from a dropdown list of all available Federal and State sources. (NOTE: If you have already
added a source to your budget, you may edit it on the budget overview page. It will no longer
appear in the drop-down list.) An LEA Funding Source lets you type in a Title and Short Title (up
to 20 characters for display) as well as fund information.

All Funding Sources allow a Carryover and Indirect amount. The Available Allocation is the sum of
the Total Funding + Carryover — Indirect. This amount appears as the Total column in the Plan
Budget. You may optionally click on Calculate to verify the amount before saving the record.

Once Funding Sources have been added by the Administrator, Plan Users may assign them to
Budget Items.
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Enter each funding source and amount of funding available to vour district. This will help you build a budget for your specific actions.

*=required information

O SEA ®LEA

Year* [ 2011 - 2012 School Year |#]

Tile  Gates Literacy Grant

Short Title Gates Grant

Total Funding® 10000

Carryover

Indirect 500

Available Allocation  9,500.00

(save ) (Calculate ) [ Cancel )

Plan Overview and Features

From your LEA Overview page, click LEA Plan Overview to see your LEA Plan page. School plans
are also accessed from this page, by clicking on the name of the school in the list below the LEA
Plan Overview. A school login generally takes you directly to the Plan Overview for your school.
You can view this page by clicking the green LEA Overview link at the top of each page.

File Cabinet

LEA Overview LEA settings
Academic Excellence District - 3 [ 2011 - 2012 School Year [4] (Update )

qu

LEA Plan Overview

Instruments Last Updated : Lisa

The LEA Overview gives access to the LEA Plan, School Plans in the LEA, and the LEA Monitoring
Instruments. Both LEA and school users may view any of the plans and monitoring instruments.
School users may only edit their own school plan, but may view, comment on, and download
documents from any of the plans. School users may also upload draft documents to the LEA
Monitoring Instruments as evidence for the required monitoring items. Clicking on “LEA Plan
Overview” will take you to the top of that page. Clicking on a Goal title will take you to that Goal
on the Overview page.
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KT ——

Q&?} LEA Plan

Instruments i LEA Plan Overview Last Updated : Libby
Rognier (WestEd)
Annual Submissions In Progress 09/12/2011 2:48 PM
Cyele 1 In Progress Status : In Progress
Progress: : 20 %
Cycle 2 In Progress
Goals
Cycla 3 In Prograss
=y Reading/Language Arts Proficiency Accepted
Cycla 4 In Prograss
i Mathematics Proficiency Accepted
Cycle 5 In Progress
i Teacher Qualifications Neads Further Action
Cycle 6 In Progress
=) Post Secondary/Workforce Readiness Submitted
English Learners (EL) In Progress
Proficiency in English for ELLs Accepted
Onsite Instrument In Progress B
Technology Literacy Submitted
SASA SIG Monitoring In Progress B
Parent and Community Participation Submitted
SIG Implementation (SIG) In Progress
- SIG Goal In Progress
'y
State Figeal Stabilization Fund [(SFSF In Progress

Show 2 Refired

’Q School Plans (5
47

aF Schedule Onsite

m Onsites

Annual onsite visit

Basics Flementary School
il i) Curiosity Elementary School
1001972011

Exeallance Flemeantary School
SEA Findings

Learners Middle School

Marvelous Middle School

From the LEA Overview, you may also switch to view previous year’s data. Although your plan is
continuous from year to year, Budget Sources and Items are year-specific. If you are an LEA
Admin, you may also set LEA Tags (in addition to the SEA Tags) on the LEA Settings link on this
page. LEA Tags are also available to schools.

The Default overview shows all of the Goals in your plan. To expand your plan and see the
strategies, action steps and tasks, either click on the Expand Outline link to expand the entire
plan, or click on the green triangles at each level to reveal the next level below.
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- WestEd's Planning and Monitoring Tracker

Plan File Cabinet

Plan Budaet Timeline

v Academic Excellence District - 05400845
LEA Plan

HiLibby! Leogout (?'Help Setup & Maintenance

LAST UPDATED : Don District 09/08/2011 3:49 PM
STATUS : In Progress
PROGRESS: : 20 % (9 of 44 Action ltems Complete)

=% Plan Plan 7] Implementation Checklist

LEA Submitters: - Don District, Don Draper, Isabelle Improvement
SEA Reviewers: - David Bogdonoff (WestEd), Erin Carter (Wested), Lisa Hamilton, Libby Rognier {WestEd), Libby Rognier

Show [ All Staty [%] [ All Funding Sources %) AllTags 1+]
[ All Assignments %] Al Updat 1+ Active 5]
Sndate.
» Expand Outline
» Goal STRATEGIES: ACTION STEPS:
Reading/Language Arts 4, 3 Incomplete 2 of 9 Complete & 1 Overdue
Proficiency Add Strateqy Order Strategies i TASKS:

10 of 21 Complete

STATUS: Accepted 4/27/2010 Status History

By 2012, all students currently in “falls far below” and/or "approaches” wil increase in reading by10% as measured by state

standards exams.

SEA Resources available: 1

STRATEGIES:
2.1 Incomplete

ACTION STEPS:

> Goal
atho 3 of 6 Complete

Manage Goals |~ + | &” 1)

Budgeted:

$9,900.00 3 &;J
Actual:

$1,500.00 - = ~

Budgeted: $0.00 (o4 )@ 2 |

ALl L S0 00

Your plan overview allows you to access and edit any part of your plan, attach and link to
comments or files within your plan, see at a glance due dates for action steps and tasks, and

what is overdue.
Tracker Plan Screen Elements

Print Reports and Filters

The Plan Report links at the top of the overview allow you to create and print reports based on
the content of your plan. You may print a full or filtered view of the Plan Overview (Plan links), as
a PDF or Word document, or create an Implementation Checklist report, which shows the status
history of all Action Steps and their associated Strategies and Goals. Under those links are the

Academic Excellence District -
Improvement Plan

L0

LAST UPDATED : Libby Rognier (WestEd) 05/09/2011 9:54 AM
STATUS : In Progress
PROGRESS: : 18 % (7 of 39 Action Items Complata)

| Blan Plan %) Implementation Checklist

LEA Submitters: -
SEA Reviewers: -

Dion District, Don Draper, Isabelle Improvement
Erin Carter (Wested), Libby Rognier (WestEd). Libby Rogniar

Show | All Statuses |#] [ All Funding Sources

[5][ Al Tags [+]

| All Assignments

I-H[ All Updates

%) Aave 18]

f A
Update

Manage Goals ¥ ¥ )
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options for filtering the plan by Status of Action Steps (Not Begun, In Progress, Completed,
Suspended), Funding Source, Tags (State or LEA), Person Assigned to a Task or Action Step, or
recent Updates (Last 2 weeks, Last month, Last 3 months, Overdue.) You may also show all
Active or all Retired portions of the plan.

Once you select the desired filter options, click Update to refresh the Plan Outline to see the
updated view. When filters are applied, only those portions of the Plan contained within the
filter parameters will show on the overview or print in a report.

After clicking the Plan PDF or Word link, your browser will download a copy of the Plan. The
download location and how you access the print version will depend on your individual browser
and download settings.

Note: When you have a custom filter applied, that filter will stay active, even after navigating
away from the Plan Overview page and returning later. If you wish to remove your custom
filter(s), click the Clear Filters button. Selecting the Plan or Implementation Checklist report
when a custom filter is active will print the filtered version of the Plan.

Plan Status

As you move down the Plan Overview screen, you will see status indicators for parts of the Plan
that are complete, incomplete, and overdue. These indicators can help you see at a glance those
areas of your Plan that need attention.

The Goal Status line shows the name of the Goal on the left, followed by the number of
Strategies and associated functions. Action Step and Task status data is next, with Budget
information displayed on the far right. The Budget information is “rolled up” from the values
entered for Action Steps under that particular Goal.

If the Goal originated at the state level, there may be SEA Resources attached to the Goal. These
are documents provided by the state to assist LEAs and schools in meeting the requirements of
the goal. They can be accessed by clicking on the number next to “SEA Resources Available.”
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» Expand Outline

¥ Goal STRATEGIES: ACTION STEPS: Budgeted: $9,952.00 Y
Reading/Language Arts 4, 3 Incomplete 2 of 9 Complete Actual: $1,500.00 g
Proficiency Add Strateqy Order Strategies i TASKS:
10 of 21 Complete
STATUS: Accepted 4/27/2010 Status History
By 2012, all students currently in "falls far below" and/or "approaches” will increase in reading by10% as measured by state
el o R 1R
SEA Resources available: 1
> STRATEGY ACTION STEPS: Budgeted: $52.00 F &+
Standards Aligned Instruction 3 '

Actual: $0.00
Add Action Step Order Actions

STATUS: Not Reviewed 2/8/2011 Status History
Ensure that classroom instruction is allgned with state content standards, using slandards-alianed

The Action Step detail includes persons responsible for the step, status of implementation,
associated tasks and tags. The Budget information identifies whether or not the Action Step

requires funding. If so, the total budgeted and actual amounts for the current School Year are
shown.

The Comment and Attachment icons indicate how many of each are associated with this Plan
element. Clicking on the icon allows you to view and add an attachment or a comment at that
level within the Plan. (Attachments may be added to the Plan, Goal, Strategy or Action Step level.
Comments may also be added to Tasks.) If the paperclip has a red flag on it, it means that there

is Required Evidence that needs to be attached to the Plan or Goal. Required evidence may be
requested by the State at the Plan level or on any state-assigned goals.
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Entering Plan Data

This section will review how all Users can add new content to the Plan (Strategies, Action Steps,
Descriptions, etc.) and update content as you implement or refine your plan.

Goals — Your Plan Goals will be added by your Plan Administrator. (See page 6 for instructions.)

Strategies

The next step is to add Strategies. You may add as many Strategies as necessary to successfully

¥ Goal STRATEGIES: ACTION STEPS: Budgeted: $9,900.00 <3 &u 3
Reading/Language Arts 4. & Incomplete 2 of 9 Complete & 1 Overdue Actual: §1,500.00 - -

Proficiency Add Strateqy Order Strategies i TASKS:
10 of 21 Complete

STATUS: Accepted 4/27/2010 atus History

By 2012, all students curmrently in “falls far below" and/or "approaches” will increase in reading by10% as measured by state
standards exams.

SEA Resources available: 1

achieve your Goals. To do so, click the Add Strategy link in the Goal Preview section.

The Add a Strategy entry screen will appear.

Academic Excellence District

LEA Plan Detail

Goal: Reading/Language Arts Proficiency

Add a Plan Strategy

Instructions/Description
Title: * The maximum length for title is 50 characters.
Spell Check

Description: *

Spell Check

{Save} [Save and Add .ﬂnctherj [Canoel]
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For each new Strategy, you enter a short Title as a reference for the activity you are describing.
For the Description, you may be more specific about what will happen and who will participate.
When you are finished, press Save to return to the Plan or Save and Add Another to create a
new Strategy. The Title may be a maximum of 50 characters, the Description maximum is 500
characters. Once a Strategy is created, you can modify it by clicking the Strategy title link on the
Plan Overview screen.

Action Steps

After you create a Strategy, you will add specific Action Steps that outline what needs to be
done. Action Steps should be reasonable steps needed to accomplish a Strategy, leading to the
achievement of a Goal.

On the Plan Overview screen, in the Strategy box, click the Add Action Step link. The Add an

Goal: Mathematics Proficie
L+ Strategy: M E ference Participatior

Add an Action Step

Instructions/Description for Action Step

Title: * Selection of E-Workshops

Description: * The LEA Mathematics Specialist will meet with each
middle school Mathematics department to review and
select appropriate E-Workshops.

Start Date (mm/ddfyyyy): * 12/01/2010
End Date (mm/ddiyyy): * 011452011
Timeline Motes: Workshops take place Jan. - Feb, Each is 4 sessions, 1 per weeak.

Action Step screen will appear, showing the related Goal and Strategy at the top.

The fields with * are required (Title, Description, Start and End dates.) If the Action takes place
over a long period of time, you may want to add Timeline Notes (e.g. Once per week for 10
weeks.) If appropriate, check the Requires Funding and/or Professional Development
checkboxes. You will come back later to specify the budget item(s) and Actual costs. All Budget
amounts assigned to Action Steps total up to the Strategy and Goal levels on the Plan Overview.
If this is a Professional Development activity, you may want to note the intended Audience for
the PD.

Scrolling down the page, you will see two columns of possible Tags which may be assigned: one
set from the SEA and one set created by the LEA Administrator. Both sets are available to school
as well as LEA plans. Tags designate special programs or populations that are associated with the
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Action Step (e.g. Professional Development (PD) or English Learners (EL).) Putting Tags on Action
Steps allows you to filter the plan for specific designations in the Plan Overview. For example,
you may want to see all of the PD activities throughout the plan in order to organize the year’s

PD schedule.

Tags:

Responsibla:

SEA(4) LEA (D)

[Tl - Prafessional Developmant i - LEA 1st Priority Step

= Im -- English Language Learnar =] m — LEA 2nd Priority Action Step
=] m

-- Special Education — Gates Grant

= m -- Monitoring and Evaluation Step

] m - Indian Education

-- SIG Indicators
| REE -- Technology
[ Adam Admin
[ Jane Austen

| Fon Burgundy

The LEA may have its own list of Tags, specific to programs, priorities or designations for filtering
and monitoring the plan. The LEA Tags are created by the LEA Administrator. (See page 4.)

Finally, you may check one or more persons who are Responsible for implementing this Action
Step. A list of everyone associated with your plan (Administrators and Users) will appear for you
to check off the appropriate names. When finished, click Save or Save and Add Another to
continue plan entry. Below is an explanation of each field on the Action Step detail screen.

Title

Short title of the Action Step. Maximum characters: 50

Description

Detailed description of the Action Step. Maximum characters: 1000

Start Date / End Date

These dates will be graphed on the Timeline and will trigger reminder
icons on the Plan Overview to show which Items need attention.
Choose from pop-up calendar or enter as mm/dd/yyyy

Timeline Notes

(Optional) Notes that will appear in the Timeline regarding this Action
Step. Maximum characters: 255

Requires Funding?

Check this box if the Action Step will require funding. This will enable
you to later add Budget Items from the Action Step Overview screen.

Professional
Development
Needed?

Check this box if this Action Step involves Professional Development
for staff.

Audience

Use this field to enter who would need to attend any Professional
Development activities, if appropriate.
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Tags Check the appropriate tags that apply to the Action Step. These tags
are used for filtering purposes on the Plan Overview and when
generating reports. Check all that apply.

Responsible Designate one or more person responsible for the implementation of
this Action Step.

Action Step Overview

Once an Action Step is created, the Action Step Overview is displayed. You also reach this view
by clicking on the Action Step title from the Plan Overview. This screen allows you to access and
add implementation information to the Action Step, such as Status Updates, Tasks and Budget
Iltems.

T Academic Excellence District -
) LEA Plan

STATE GOAL: Reading/l anguage Arts Proficiency

“+ STRATEGY: Standards Aligned Instruction

“* ACTION STEP: Grade Level Teams Review Standards and Materials S )

Details Status Updates Tasks (3) Budget ltems Budget by Source

dit

Description  Organize grade-level teams to review state Reading/Language Arts standards and adopted
instructional materials to ensure alignment and comprehensive coverage. (This also provides
professional development for teachers involved in reviews. )

Current Slalus  IN PROGRESS Update Status

Stant-End Dates 08/15/2011 - 09/30/201
Responsible  Isabelle Improvement, Ronnie Reads

Requires Funding  No

Professional  No
Development?

Tags SEA(1) LEA(2)

This is where the Plan implementers will come to update their progress toward completing the
Improvement Plan — attaching relevant files, adding Comments and Status Updates, marking
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Tasks as Completed, and recording Actual Budged amounts spent. The default Tab shows Details
of the Action Step content: Description, Start and End dates, Person Responsible, assigned Tags,
etc. The Edit button shows the Action Step entry screen and allows you to change any
information.

Status Updates

Status Updates and Notes are intended not only to report on progress toward completion of the
Plan, but also to provide a thoughtful review of the effect of Actions taken, and any adjustments
recommended to accomplish the Goals. Describing in detail what has been done, what the
effects have been, and what will be done next will strengthen your Plan. Status Notes may be up
to 255 characters in length. To add lengthier comments, use the Comment box or add an
Attachment, and note in the Status Update where to look for additional information.

~ ACTION STEP: Grade Level Teams Review Standards and Materials T

Details ‘ Status Updates | Tasks (3) Budget ltems Budget by Source

9 Update Status

PERSON DATE STATUS STATUS NOTE

Don District 09/08/2011 In See synopsis of Team reviews attached. (In file Cabinet)
Progress

Isabelle Improvament 09/08/2011 In Teams have met 3 times to review standards & materials - final
Progress recommendations due 923,

Libby Rognier 09/08/2011 Not Begun

(WestEd)

Tasks

Once an Action Step is created, you may want to break it up into more granular specific
activities. Although Tasks are optional, you may find them helpful to keep track of who is
responsible for each part of the Action Step implementation. Tasks appear in the Plan Overview
with their due dates to help keep you on target for implementing your Plan. Task descriptions
may be up to 255 characters.
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STATE GOAL: Readina/Language Arts Proficiency

“+ STRATEGY: Online Support for Teaching Reading

" ACTION STEP: PD for Teachers in Using Online Group Q+|F 1
Details Status Updates | Tasks (3) | Budget ltems Budget by Source
Current [_Active |5 ( Updata ) Reorder Tasks  # Add Task
NO. TASK DATE STATUS RESPONSIBLE
1 Setup for PD 028201 In Lisa Lea [LEA} 2+
copy materials, set up lab, atc. Progress ' )
el Set up multiple PO sessions oiMzon Complated Isabelle Improvement 1+
and create online registration (LEA) ' )
3 Coordinate with 1T 1272010 Complated Isabelle Improvement 2+
Contact IT to set up community (LEA) ' )

Action Step Budget Items

NOTE: Before you can add Budget Items to Action Steps, your plan Administrator must add
Funding Sources and Allocations to the overall plan Budget. (See page 8.) The Plan Budget
section provides an area where you can review all available funds that you will use to complete
your Plan.

If your Action Step is checked as Requires Funding, you can use Budget Items to itemize costs,
and indicate from which funding source the money will be applied. The Budget ltems tab displays

~ ACTION STEP: PD for Teachers in Using Online Group Q)@ 1)

Details Status Updates Tasks (3) ‘ Budget tems | Budget by Source

Current [ Active | 2011 - 2012 School Year |4J( Update ) + Add Budget ltem

(EditAll ) ( Update All ) (" Gancel Edit Al

Delete Budget ltems Qty  Unit Cost Budgeted Program Notes Actual
Amount Funding
x Training for 1 Training $1.500.00 $1,500.00 Title 1l-A In parson $1,500.00
softwar... computer |...
x Two PD onling 2 Subscrip $200.00 $200.00 Gates Grant $0.00

cCommun...
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all amounts and funding sources already assigned to an Action Step.

Starting with Version 2.6, Tracker filters Budget Items by School Year in all cases. The School Year
for a Budget Item is determined by its Funding Source. You may use the School Year filter to
view records from previous years.

To edit all Budget Items for an Action Step simultaneously, click on Edit All. The table will allow
you to change the Quantity, Unit, Cost, Budgeted Amount, Source, or Actual amount of any or all
items. Click Update All to save your changes. You may edit a single Budget Item by clicking on
the Title in the first column.

* ACTION STEP: PD for Teachers in Using Online Group Flg 1

Details Status Updates Tasks (3) | Budget ltems ‘ Budget by Source

Current| Active 3 | 2011 - 2012 School Year 3 || Update ) 4 Add Budget ltem

Edit Al ) (" Update Al ) (" Cancel Edit.All )
Budget Qty Unit Cost Budgeted Program Funding Notes Actual
ltermns Amount
Training 1 Training 1,500.00 1,500.00 | Tithe 11-A | In person 1,500.00
for computer
software L.
Two PD 2 Subscrip 200.00 200.00 [ Gates Grant 3] 0.00

online
COMMUN....

To Add a Budget Line Item, click Add Budget Item.

The Budget Item entry page displays a Budget by Source table of funds already allocated to this
Action Step to help you determine where to pull the funding for your new Budget Item.

The Budgeted Amount may be derived in one of two ways. Either enter the Quantity and Unit
Cost (Budgeted Cost will be calculated) or just enter a Budgeted Cost (no Quantity or Unit
information.) The Budgeted and Actual amounts will appear on your Action Step Overview, and
the total amounts allocated for all Action Steps will roll up to the Strategy and Goal levels of your
Plan. Click Submit to return to the Action Step page, or Save and Add Another to reflect
additional expenses for this step.

You are not required to assign a funding stream to Budget Items at this point. This is particularly
helpful as you are developing your budget for the new year. Unfunded items are easily
identified at any time from the Plan Budget page, described below.

Enter the information and save the record to add it to the Action Step.
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Budget by Source

Funding Source Budgeted ($) Actual($) Balance($)
Gates Literacy Grant $200.00 $0.00 $200.00
Title ll-A $1,500.00 $1,500.00 30.00
TOTAL FUNDS: $1,700.00 $1,500.00 5200.00

Add Budget Line ltem

[ 2011 - 2012 School Year [§] ( Update |

Funding Source (11-12)

( Unfunded =

Title:*

Quantity

Unit

Unit Cost

Budgeted Cost

Actual Cost

Motes

Plan Budget Page

The Plan Budget page is a funding summary for your entire plan. To view this page, click the
Budget link at the top of any page of your plan. You will see a list of all funding streams in the
selected year, their Source (Federal, State, LEA), the Budgeted Allocation (assigned to Budget
Items), Unencumbered amount, and Total. All amounts are updated immediately when you
make changes anywhere in the plan.

To view detailed expenditures for a particular Funding Source, click the arrow next to the Source
to roll-out related Action Steps and Budget Items. You can also see if multiple Funding Sources
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are assigned to a specific Action Step. Please note that an Action Step may appear on the Plan
Budget page more than once if it contains Budget Items from multiple Funding Sources.

Budget

Show 2011 - 2012 Schoal Year H * fdd Fundirg Sowrce

PROGRAM SOURCE LEA BUDGETED UMENCINIBERED TOTAL
ALLGCATION
¥ Gales Grant Edit LE~A $3,000.00 0,00 £5,000.00
» Genaral Fund Edit Stale $1,656.00 $391, 74800 $350,400.00
- Highland Bank (Grant Edit LE&, §7.500.00 §2,600.00 £10,100.00

STATE GOAL: Proficsncy in Englsh for ELLs
STRATEGY: Disfrict Imiplermeantation of ELD Timss and Malenals

Action Step: Purchase Core ELD Malerials

Highland Bank Grant 57,000.00  Other Funding Sources: £2600  Total: §7,036.00
Determing, purchase and adopt ELD instructional materials.
BUDGET ITEMS QUANTITY usaT COST BUDGETED AMOUNT ACTUAL AMOUNT
ELD Hook Purchase 100 Books $50.00 £5,000.00 $0.00
Relaled ELD Maienals 130 Warkbooks $20.00 &Z2,000.00 £2.000.00
TOTAL ‘E7,000.00 $2.000.00

DISTRICT GOAL: 516 Goal
STRATEGY: Excelknos Elemarian: Transformation o
Action Step: Evaluation System for Perscrna
Highland Bank Grant: $500.00  Other Funding Sowrces: $39,40000  Total: §35,500.00

Implement a rigoncus, ransparent and equilable evakaton sysiem lor isachers and the prindpal that takes inta account data on student growsh, obsenatians of professional
pracice dessgned with teacher and principal invokoemraet

BUDGET ITEMS QUANTITY UmIT COsT BUDGETED AMOUNT ACTUAL AMDUNT
Evaluation Packeis 4 packet $100.00 50000 $0.00
TOTAL $600.00 50.00
* Safeway Edit LEA §1, 72500 5225000 £1.500.00
* =11e] Edit Feoeral E131,300.00 §1,068, 700,00 §1,200.000.00
* Tithe 1A Edit Faderal $880.00 $889, 120,00 £050.000.00
* Tithe 1A Edit Feoeral §7 500,00 (500,00 £7.000.00
* Unfunded $a3p.00 0,00 $0.00
TOTAL ‘B158,990.00 52,351, 44000 EZ.511.000.00

The final line on the Plan Budget shows the Unfunded Items in your plan. This allows you to
easily identify and resolve Action Steps and Budget Items that require funding. Action Steps
appear as Unfunded under two circumstances:

1. The Action Step is checked as Requires Funding, but contains no Budget Items
2. The Action Step contains Budget Items that are not yet assigned a Funding Source.

To add items or assign funding sources, click on the Action Step title to go to the Budget Items
tab. Once you have determined how you will fund these items and add Funding Sources, they
will move to the appropriate source in your budget.
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Plan Modifications

After you finish entering your Plan, you may go back at any time to make edits to a Goal,
Strategy, Action Step or Task through the Plan Overview page. You will also want to regularly
Update the Status of Action Steps and Tasks, provide Actual Budget amounts, and attach
relevant files to provide evidence of implementation and effectiveness.

Timeline

Once your plan is entered in Tracker, the Timeline view lets you see the distribution of Activities
and provides a visual chart of what should be in progress or due throughout the year. The light
blue boxes show the span of each Action Step. Dark blue lines designate Task due dates. The
dotted green line is the current date. By looking across the school year, implementers can see
upcoming due dates, and make sure the distribution of activities is reasonable. The titles of the
Action Steps and Tasks are linked to those content pages in Tracker, allowing quick adjustment
of due dates, if necessary.

[ (2, Academic Excellence District -
~“ Improvement Plan

Timeline
Show: | All Statuses [+] [ All Funding Sources [+] All Tags [+][ All Assignments [+] AllUpdates  [#][ Active [#]( Update )

Se—

Reading/Language Arts Proficiency

Online Support for
Teaching Reading

PD for Teachers in
Using Online Group

Coordinate with IT |
Set up multiple PD sessions I
Setup for PD I

Establish Online
Discussion Group

Set Up and Subscriptions I
Agendas & Process I

Research &
Resources

Establish Online Site |

Motification of Access I :

MenitorfUpdate Site ‘

Ongoing feedback I

The Timeline may also be filtered by any of the available Plan Overview filters. Users can view
just the activities they are responsible for, or view by Tags or Funding Sources.
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Implementation Checklist

The status note histories of all action steps are shown in the Implementation Checklist report.
This can be a useful report for the Implementation Team to keep track of progress, or to show to
Stakeholders who want to see what steps the school has taken toward improvement.

Retiring Plan Elements

Your Tracker Plan is a continuous action plan. Some Goals, Strategies and Action Steps may be
carried over year to year, some may be completed or no longer valid. Once a plan element is no
longer a current reflection of your year’s work, you may wish to “Retire” it from view in your
ongoing plan. Any element added by the LEA or school may be retired. (State auto-assigned
Goals may only be retired by the SEA.) Retiring any element automatically retires everything
below it in the Plan: Retiring a Goal also retires all associated Strategies, Action Steps and Tasks.
Retiring an Action Step also retires its Tasks, but leaves the associated Strategy and Goal
unchanged. Once an element is Retired, it may be viewed by selecting the Show Retired filter at
the top of the plan. Any retired element may also be re-activated and brought back into the
current plan, along with all of the retired elements below it.

To retire a plan element, click on the title to go to the edit page. You will see the Retire button to

Edit a Plan Strategy

nstructions/Description
Title: * PD on Differentiated Instruction for Math
Spell Check

Description: *|The LEA will provide professional development and support in using differentiated
instructional strategies for teaching mathematics.

Spell Check

"Save | [ Save and Add Another ) [ Cancel Delete | (Retire’

Unable to delete this item because.t is assoc ﬁ-ied with other items in the system

the far right of the Save and Cancel buttons.

After you confirm that you want to retire the element, it will be removed from the active plan
view.

To Re-Activate retired elements, select Retired from the Active/Retired filter list at the top of the
plan and click Update. You will see all retired elements.
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P STRATEGY ACTION STEPS: Estimated Cost: : $0.00
RETIRED Engage translators for parent nights 2 Budgeted: : $0.00
Actual: : $0.00

Status: Not Reviewed 2/1/2011

View History
Recruit translators in major student languages to be available on Parents nights and to translate
announcements/invite parents.

ACTION STEP RESPONSIELE STATUS

RETIRED Plan activities for parent groups Isabelle Improvement Not Begun

Flan activities for parent groups with different language abilities (Due on 2ni20m

5/26/2011) )
Estimate:

. $0.00

& TASKS: Mone

RETIRED Poll parent groups for translaters Isabelle Improvement Mot Begun

Poll parent groups for translaters (Due on 6/10/2011) 2/1/2011

. Estimate:

& TASKS: None $0.00

Select the title of the element you wish to re-activate to go to the edit page. You will see a
history of who retired the item and the date it was retired. Click on the Activate button to place
the element back into your current, active Plan. Any associated elements that were retired with
this item will also be activated. You may retire them individually, if you don’t want them in your
active plan.

Academic Excellence District

LEA Plan Detail

Goal: Reading/Language Arts Proficiency

Edit a Plan Strategy

Instructions/Description

This Strategy was retired on 09/22/2010 by Don District (LEA). Need to put this back in the active plan?

Title: * MNew Reading Program
Description: *The LEA will implement a new reading program for elementary struggling readers in each school in need of improvement.

Unable to delete this item because it is associated with other items in the system

return to LEA Plan
Once you return to your Plan, change the filter back to Active to see that the element has been
restored to Active status. The Active view of the plan is the default view, which you will see each

time you login to your plan.
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Show | All Statuses |4 All Funding Sources b3 All Tags  F34
| All Assignments 4| All Updates 4| Retired 5‘
i ™y Active
[ Update
(Updats ) Retired

Submitting LEA Goals for SEA Review (not applicable in all states)

If your state has required Goals that are submitted for Review by the SEA, you will see the
assigned LEA Submitters and SEA Reviewers listed at the top of your Plan Overview. LEA
Administrators may click on the pencil icon next to the LEA Submitters to designate new
submitters. (SEA Reviewers are set by the SEA.)

Academic Excellence District LAST UPDATED : Libby Rognier (WestEd) 08/12/2011 2:48 PM
LEA Plan STATUS : In Progress

PROGRESS: : 12 % (1 of 8 Action ltems Complete)

-JM Flan "J Implementation Checklist

LEA Submitters: - Don District, Don Draper, Isabelle Improvement Mangqe Goals U+ &" 1)

SEA Reviewers: - David Bogdonoff (WestEd), Jeff Burroughs, Erin Carter (Wested), Lisa Hamilton, Libby Rognier {WestEd), Libby Rognier

Above each Goal Description is a Status indicator for that Goal. (All Goals are initially marked as
“In Progress.”) The View History link allows you to see a record of any status changes, including

n ’\ Academic Excellence District -
Eeturn to Plan

Status History

Person Date Status Goal Status Update Notes
Libby Rognier (WestEd) 042772010 Accepted Looks good!

Daon District 042272010 Submitted for approval

Administrator Administrator 10052009 In Progress

who made the change and the date, as well as any Notes about the status change.

If you are a designated Submitter for your LEA, you will also see a Submit Goal link for all In
Progress Goals. Click on this link to change the Status of your Goal to Submitted, and add a Goal
Status Update Note to the SEA Reviewer. You will also see the Status History on the Submit page.
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» Goal STRATEGIES: ACTION STEPS: Estimated : $0.00 T4 |8+
Parent Involvement 1, 1 Incomplete 0of 2 Complete Budgeted : $0.00 —— ——
Add Strateqy Order Strategies i TASKS: Actual : $0.00

Mone

Status: In Progress 1/22/2010
Wiew History Submit Goal
‘Work with schools to increase parentjparticipation in school activities and student support meetings (such as parent-teacher
conferences.)

Once your Goal has been Submitted, your SEA Reviewer(s) will receive an email telling them it’s
ready for Review. After review, you will receive an email once it is either Accepted or marked
Needs Further Action, and the new Status will appear on the Plan Overview. If the Goal is
Accepted, the Submit Goal link will disappear. If it Needs Further Action, the Submit link will be
reactivated.

The Status of each Goal also appears on your LEA Overview page. You may click on the Title of
the Goal on the LEA Overview to go directly to that portion of your LEA Plan.

Improvement Plan

LEA Plan Overview Last Updated : Don
District 02/16/2011 3:56
P
Status : In Progress
Progress: :15%

Goals

Reading/Language Arts Proficiency Accepted
Mathamatics Proficiency Submitted
Proficiency in English for ELLs Submitted
High School Graduation Submitted
HQ Teachers and Para-Professionals In Progress
SIG Goal In Progress
LEA Plan Requirements In Progress

/A schools in District )
N
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Attaching Documents

Wherever you see the paper clip document icon in the plan, you may access documents you
have uploaded and/or attach a new document. If a plan component has documents already, a
number will appear next to the document icon. Click the Attach Document button to begin.

» Goal STRATEGIES: ACTION STEPS: Estimated : $1,000.00 &
Readingl anguaage Arts 2, 2 Incomplete 1 0f4 Complete A1 Overdue Budgeted @ §250.00
Proficiency Add Strateqy  Order Stratedies o TASKS: Actual @ $350.00

7 of13 Complete

If documents have already been added to that area, they will appear on the next screen. If the
Plan area has evidence requests, these will be shown. If you would like to add a document, click
the Attach Document button next to either the evidence request or the Other Documents
option.

%N_’}‘ Academic Excellence District -
LY Improvement Plan
Goal: Reading/Language Arts Proficiency
Inventory of Program Documents
1512 ARRA Report & 1 1512 ARRA Report
TITLE UPDATED BY SCHOOLS TYPE OPEN
1512 ARRA Report 0z2r152011 Don District (District) file: [  District Profile.doc
(21 5 KE)
4 Week Letter &+ A copy of all the current school year letters informing parents that their child has been taught for 4 or
mare weeks by a teacher who is not Highly Qualified.
Other Documents &2
TITLE UPDATED BY SCHOOLS TYPE OPEN
Evaluation Protocol.doc 09M 02010 Libkry Rognier (WestEd) file: (M  Protocol.dec (19 KB)
(State)
bEAT Protocol.doc 062852010 Patricia Principal Excellence Elementary School file: (M  Protocol.dec (19 KB)
[Schoal)

If attaching documents to a specific evidence request where documents have already been
uploaded, you will first go the evidence request page showing description/instruction for the
requested document and a list of all areas of both planning and monitoring where that request is
made. All documents previously uploaded for the request will appear below. To upload
additional documents, click the Attach Document button.
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Academic Excellence District -

Reading/Language Arts Proficiency

FILE CABINET: Evidence Reguests

Evidence Request Detail

1512 ARRA Report &+ 1512 ARRA Report ASSOCIATIONS

Readinol anduadge Arts Proficiency
OPEH TITLE TYPE UPDATED BY
¥ | 21.5KB 1512 ARRA Report filer o210 Don District [ District)

If uploading a document for a specific evidence request, the Attach a Document screen will
display the evidence request name and description as well as all areas of planning and
monitoring where the request is made.

ﬁ Academic Excellence District -

Evidence Request: 4 'Week Letter

Attach a Document

4 Week Letter ASSOCIATIONS
C405: HO Teacher Procedures

A copy of all the current school vear lefters informing parents that - .
their child hes been taught for 4 or more weeks by & teacher who Resding/Language As Profisiency
iz not Highly Gualified.

The Attach a Document screen provides four ways to add documents to the plan.

This documentis @ @ pew File  Chaose File | Mo file chosen File zize limit: S00 ME
Allovved file types docx, doc xklsx s, pdf, b

" Existing File
C Link to a web page URL: |

" Hard copy reference only

Add a New File by browsing your computer and selecting the file to add. Provide a Title and
Description. The default for the Title is the file name but you may uncheck this to create your
own. Be sure to include file types that are generally able to be opened on most computers:
Microsoft Office applications such as Word and Excel, PDF files and text files. If you have files in a

software format not available to most users (Photoshop or design software), please convert to a
PDF file.
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Selecting an Existing File that has already been added by the LEA or School to the LEA File
Cabinet or School File Cabinet. Only documents (including links and hard copy references) that
have been provided by your organization will be available for selection to attach to a new item.
Select Existing File, then click the Browse button. You will see a view of the entire LEA file
cabinet. You may select one or multiple documents by checking the box to the left of each
document title. Click the Review button at the bottom of the screen to confirm the selected
documents. Then click Attach to save.

Link to a web page may be selected if your evidence is already available for download online or
if your evidence is the webpage itself, such as an area of your LEA website where parent
notifications are available. Add a URL, including “http://” to create the record. Provide a Title and
Description of the web link.

Add a Hard copy reference only. Select the Hard Copy Reference Only option to indicate that
you are not uploading a document but have documentation for the item. You may note that the
evidence is available by adding a title and checking the Hard Copy checkbox and then indicating
in the Description field if the document is available for review in person (such as in the event of
an onsite visit).

Here are some reasons why you might use the Hard Copy Reference option:

e It contains student-identifying or otherwise sensitive information. This type of
document should not be uploaded to the system.

e It may be in progress, but not yet complete. In this case, you may include a date
on which the document will be available for review.

e |t may not be electronically available. Documents with signatures or other
handwritten information cannot always be scanned.

e |t was created by an application that is not supported by the state, such as a
graphic design application or data analysis tool. In many cases, these files can be
converted to or saved as a more common file type for upload (such as PDF) but if
not, a hard copy reference may be used instead.

File Guidelines

Acceptable file types and sizes are displayed on the Attach Document screen for guidance. If you
upload a document that falls outside the criteria displayed, an error message will result.

This document is a & pew File | Browse._. | File =ize limit: 50 MB

Allowed file types docx, doc, xlzx, xlz, pdf, txt
The file entered 15 an invalid file type

o Existing File

" Link to a web page URL

' Hard copy reference only

Title |*f'-a'|:|rkﬂ|:w-a' vsd
¥ Use Filename
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Draft documents

Check the Draft box if you would like to block state staff from downloading a document before it
is ready for review.

Documents uploaded by School-level users will be automatically set to Draft, allowing LEA staff
to review the documents and update the draft status before state staff may access the
documents.

Please note that documents set as Draft (manually by LEA users or automatically for School
users) will need to be individually un-checked as Draft before they may be reviewed by the state.
This can require a lot of manual clean-up so it is encouraged to use the Draft status sparingly. If
you have a School user who will be contributing many documents to the LEA’s monitoring
instruments, you may wish to set the user up as a LEA-level user instead so that Draft documents
do not need to be individually updated later.

School Associations

A list of schools in the LEA appears at the bottom of the upload screen and you may create an
association with a specific school site for a document that is not representative of the entire LEA.
LEA users may check off one or more schools to associate with a particular document. School
users may select only the school(s) they have access to and must select at least one.

Depending on how many schools are in the LEA, you will see one of two views.

If all schools fit onto the bottom of the screen, they will all appear with checkboxes to select.

Thisis aschool 7 agelanto Elementary
docUmENtIor = - oumbia Middle
I Desert Trails Elementary
I Donald F. Bradach Elementary
I Eagle Ranch
I George visual and Perfarming Arts Magnet
I” Mesa Linda Middle

If all schools do not fit onto the bottom of the screen, the list will appear with a scroll bar and a
search tool will also be provided.

Check the box for the school(s) the document relates to.

This is & schoal

doeumertion No schools selected ﬂl
Il 4th Street Primary Center il
I Apraham Lincoln Senior High
[~ Abram Friedman Occupational
r Acacemia Avance Charter
- Academia Semillas del Puehlo
[~ Accelerated
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When all fields for the Attach Document screen have been completed, click the Attach link at the
bottom of the screen to save.

Accessing Documents

All documents uploaded to Tracker by the LEA will be contained within the File Cabinet, accessed
by selecting the File Cabinet tab on the top navigation. To view specific documents for an
individual plan or monitoring element, click the Attached Documents icon in that area.

ﬁ Academic Excellence District -
File Cabinet
Q | 6O |
All Documents Evidence Requests Only
Show |All School Years =] [AIrUploaders =] Clear Fitters
| Monitoring And Plan Docs j | Show All Docs j All Schoals
29 District Documents
OPEN TITLE TYPE UPDATED BY EVIDENCE REQUEST
W | 215KB 1512 ARRA Report file o220 Dron District (District) 1512 &RRA Report
1621 KB 8 2 5_releasze_tickets xsx file: oz E2011 Don Draper (District)
[# | 19 KB 301 Plan file 0632010 Dron District (District) 301 Plan
301 Plan adopted by District 104505
—J 1.46 MB AccelerratingAchwmit.pdf file: 031262010 Andresy Davidson (WestEd) (State)
W =S16KB POST REVIEW Affirmation of Consultati file: 021752011 Erin Carter (Wested) [State) Affirmation of Consuftati
—J 1.38 MB Approved plan with Board Signatures.pdf file: 02M 62011 Don Draper (District)
Signature sheet from the Board
14.07 KB Assessment Plan Sign Off.docx file: 02M 62011 Don Draper (District)
Copy of the Assessment Plan approved by the board

The main File Cabinet has two separate views: All Documents and Evidence Requests Only. The
All Documents tab has all documents currently uploaded into the file cabinet for either Plan or
Monitoring activities, including specific evidence requests and files atttached to the Other
Documents area. Data displayed includes:

e File size and file type icon

e Title and description

o Type

e Last Update

e Last Update By

e Evidence request name (if applicable)

You may sort the File Cabinet contents by Title, Type, Last Update or Last Update By. Click the
column title to sort by that criteria. Click again to reverse the sort.

The text search will search for any words or part of word in the document Title or Description
fields.
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Document icons

Some documents might have icons next to the title.

Lock icon: I Documents with the Lock icon are attached to monitoring items that have been
reviewed and have a status of Meets Requirements. These documents are locked from editing to
provide a archive of what was used to determine compliance for that item.

Drafticon: " "' Documents with the Draft icon have been set to Draft mode by the uploader
or document editor. State users may not download these documents.

Post Review icon: FOST REVIEW Documents with the Post Review icon are documents

uploaded after the instrument status has been finalized by the state reviewer. These may be
documents that the LEA has uploaded to respond to state findings.

Evidence Requests

From the main File Cabinet view, the Evidence Requests tab shows all evidence requests in the
system across both Plan and Monitoring activities. These include specific evidence requests for
monitoring items and state goals.

ﬁ Academic Excellence District -
File Cabinet
Q [
All Documents | Evidence Requests Only |
Show [2009 - 2010 School Year x| [All Uploaders =] [Monitoring and Plan Reguests x|
49 Requests, 9 Documents = Print Page
1512 ARRA Report & 1 1512 ARRA Repaort ASSOCIATIONS
Readinal anguage Arts Proficiency
301 Plan & 1 Each school district shall develop an azsessment plan for its performance based ASSOCIATIONS
cotmpensation system and submit the plan to the department of education by December A-5: Performance Based Compensation
3 of each year. & copy of the performance based compensation system and Systemn (301 plan)
azzessment plan adopted by the school district governing board shall be included in the
report submitted to the department of education.
4Week Letter &+ & copy of all the current school year letters informing parents that their child has been ASSOCIATIONS
taught for 4 or more weeks by a teacher who is not Highly Gualified C4-05: HG Teacher Procedures
Readinal anguage Arts Proficiency
Affirmation of Consultati &1 The completed Affirmation of Consultation form for each not for proft private school with ASSOCIATIONS
inthe houndaries of the LEA. A-1: Atfirmation of Consuttation with
Private Schools
Child Find Activities & + Documentation of Child Find Activities. ASSOCIATIONS
LE& Plan Requirements
Community language profile & 1 Community language profile ASSOCIATIONS
High School Graduation

Click the document icon to access documents already uploaded for an evidence request or to
upload files into an evidence request from this tab.
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The Associations column of this tab shows which monitoring items or plan goals the request is
attached to. You may click the link to go to that monitoring item or that plan goal.

Editing and Deleting Documents

From the File Cabinet view, click the Title of a document to view the Edit form. You may update a
file if you have a new version by clicking the Replace link. Browse and locate the new document
for upload. You may also edit a URL provided for a Web Link.

You may change the Title, Description and Draft status on this screen.

Details for Board_meeting_agenda_10_12_2009.pdf

Filename  *%) Board_meeting_agenda_10_12_2008.pdf (2.69KkB) Replace < Download

Type  file

Tt |Board_meeting_agenda_10_12_2009.pcf

Description

I Dratt

Below this section is some information about the document, including last update date/time, the
type of user who uploaded the document and the number of times that the document was
downloaded by any type of user (school, LEA or state).

Updated  3/24/2010 11:33:03 Al
Original User Type  District

Downloads  Mone

In the Associations section, you may view the document’s associations: with Plan Goals,
Monitoring Items or Evidence Requests. You may remove a document’s association with a Goal
or Monitoring Item by clicking the remove link next to the element. This removes the document
association with that component but not from the file cabinet.
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Associations (1)

ITEM TYPE TITLE PREQUESTED BY
EVIDENCE LE2, ®I-EL 19, %I-HE 14, I-BASP 02 1-ITG 02, 1-EL 04, %I1-kd 15, 1-hd 02 1% - FEmovye
DEFINITICH Plan T 04, -ZE 03, WI-HE 16, -k 04, %= 14 11-h4 03, 1-EL 0, -k 05, 1ll-

1T 03, -T2 01, 1W-hd 11

Schools (0]
aF A Schools
Save| Cancel Remove DDCI

You may also add or remove school associations in the Schools section.
To save any updates, click the Save button at the bottom of the screen.

To delete the entire record, click the Remove Doc button at the bottom of the screen.

Monitoring Overview

For each monitoring item, you may enter a status and comments for a self-review, and upload
the evidence you are providing to the state. The status and comments may be used for internal
communication by LEA staff until the conclusion of the onsite visit, at which point it is available
to the state. You may access the monitoring instruments associated with your LEA from either
the LEA Overview or Monitoring tabs at the top of the main navigation.

Select the Monitoring tab to view a summary of all instruments and items associated with your
LEA. The Instruments tab displays a list of the instruments the LEA is participating in and their
statuses. The last time the instrument was updated on Tracker by any LEA user also appears. The
instrument’s Team Leader, LEA Submitters and State Reviewers are listed. If any monitoring roles
remain unassigned, they will be highlighted if you have access to edit them. The total number of
instrument items and how many items a LEA user has designated as not meeting requirements
appears on the right.
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\;f/ Ace Test District -
Monitoring

Instruments tems

“iewy SEA Findings

INSTRUMENTS STATUS

Annual Submissions In Progress
Cycle 1 In Progress
Cycle 2 In Progress

English Learners {EL} In Progress

Technology Plan Meeds Further Action

LAST UPDATED

OEME/2010

081372010

081372010

0902372010

0872172010

TEAM LEADER

Mot &zsigned

Mot &zsigned

Mot Assigned

Mot &zsigned

Administrator Administratar

DISTRICT SUBMITTERS  STATE REVIEWERS TOTAL /HOHNCOMPLIANT

osa
Mot &ssigned Administrator Administrator

70
Don Draper First-7157 Last-5957

g/
Mot Assigned First-9330 Last-3211

200
Mot &ssigned Erin Carter (Wiested

1412
Don Draper Erin Carter (Wested

To view the Instrument Overview for an instrument, select the Instrument name on this page
or on the LEA Overview screen.

The Items tab shows all monitoring items currently assigned to the LEA. You may sort by a
particular program or item status, such as filtering to show only non-compliant items. Click the
item name to go to the item response page.

= Ace Test District -
Monitoring

Instruments tems

Yiew SEA Findings b Export Al (xls) = Print Al ( pdf)

Show | All Frograms leII Statuses j Update |

ITEM

C1-1 LEA Parert Involvement Policy

C1-3 Tl School Parent Iny. Palicy

C1-4 Tl School Parent Iy, Policy

C1-5 T1 School-Parent Compact

C1-6 Homeless Education Policy

C1-7 Homeless Education Lisizon

C1-8 Homeless Education Dizpute Procedure

INSTRUMENT
Cycle 1
Cycle 1
Cycle 1
Cycle 1
Cycle 1
Cycle 1

Cryile 1

STATUS DUE DATE LAST UPDATED
In Progress 12001 /2009 094 32010
In Progress 1200172009 o9M 352010
In Progress 1200172009 094352010
In Progress 1200172009 o9M 352010
In Progress 1200172009 08302010
In Progress 12001 72009 094 352010
In Progress 1200172009 o9M 352010

Assigning LEA Submitters (LEA Admin only)

The Team Leader, State Reviewers and LEA Submitters are assigned to each instrument for a LEA.

Your Team Leader is the primary contact for onsite-related questions and issues. State
Reviewer(s) are assigned to individual instruments, and may review instrument information
before or during the onsite visit. State Reviewers determine whether the evidence presented for
review meet requirements for the item. Although all state users may view your monitoring
information, the state reviewers perform the actual review and enter findings.
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All LEA users are allowed to make changes to the instrument and upload evidence. The LEA
Submitter(s) determine when the instrument evidence is complete, and submits the instrument
for state review. They are assigned by a LEA administrative user.

Your assigned instruments appear on the Monitoring Overview screen, with Team Leaders, State
Reviewers and LEA Submitters designated. If no one has been assigned to a role, “Not Assigned”
will appear. Click the edit icon to change the LEA assignment for that instrument.

DISTRICT SUBMITTERS

Mot Assigned

A list of all LEA users will appear on the left side of the screen in the Available section. Select any
number of users and click the Assign button in the middle to add them as Submitters.

Assign Submitters
Available (1) Search Assigned (1)
HAME - ORGANIZATION
Assign == HAME - ORGANIZATION
[T Mary LEA- Cycle D Sample, Demo District
T Cyele DTestUser- Cycle D Sample

[T MewUser- Cycle D Sample wl

[T testuser- Cycle D Sample

T TestUser- Cycle D Sample

To remove an assignment, uncheck the box next to the user’s name in the Assigned section and
click the Remove button.

Monitoring assignments may also be made on the Instrument Overview screen or on a user’s
account in User Management.

Instrument Overview

The Instrument Lifecycle

The overall status of the instrument may be viewed in three places: the LEA Overview, the
Monitoring Overview, and each Monitoring Instrument Overview.

Here is a summary of the Instrument status values and their meaning.

e In Progress is the starting state of the instrument for the LEA. LEA users may
upload evidence, enter item comments, and change item status values as needed.
Although State users may see your progress during this working period, they
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cannot make final determinations, and understand that the LEA may change any
of the evidence or item entries.

e Submitted indicates that the LEA has finished uploading evidence and making
item entries.

e Received is the status in which the state will do its review work. State users will
review evidence, make findings, and determine item status before and during the
onsite visit. State user may also contact the LEA for evidence clarification or
additional evidence as needed. LEA users may continue to upload evidence and
change items, but these actions may trigger e-mail notifications to state staff.

e Needs Further Action is one outcome of the onsite visit. This status indicates that
the instrument contains items that do not meet requirements, and triggers the
due date for LEA response. The LEA may continue to modify and upload evidence
for items with a status of ‘Does Not Meet Requirements.” All other items are
locked from further changes.

e Accepted indicates that the state is finished with all work on the instrument and
does not expect any further action from the LEA.

i Ace Test District | Print Instrument Report
Technology Plan “iew Status History
Instrument Overview )@ 3
Status: Meeds Further Action Team Leader:  Administrator
Administrator
Criteria Questions: MNone Submitters: Don Draper
Reviewers: Erin Carter (Wested)
State ltem Status Due Date Eﬂ!il Ace Test District
Meets requirements: 10 050142010
Dioes not meet requirerments: 2 Last update: 3/27/2010 4:35:28 PM 09/27:2010 - 09/30/2010
I pigiesss: 1 ey (Gt (st ey (Bl A1 Test School - 09/29/2010-09/29/201 0
Mot Monitored: 1
Self Review
» Expand Outline
» Technology Plan #1 Introduction 4 of 5 completed (2 not in compliance)
» Technology Plan #2 Needs Assessment 1 of 1 completed

The Instrument Overview displays the counts of items by status for the LEA’s self review. The
due date for the instrument is shown, as well as the last date the instrument was updated by a
LEA user and their name.

You may print an Instrument Report by clicking the link at the top right of the screen. The report
contains information about the instrument—including the content of the item indicators, the
evidence guidance, and legal citations—as well as a count of documents and comments in each
monitoring item. The LEA’s self-review item statuses and comments will appear while the
instrument is still In Progress or Received. After a state review of the instrument, the LEA will
also see the state review status of each item and any findings that have been written.
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V1. CPPORTUNITY AND EQUAL EDUCATIONAL ACCESS.

VI-EE 5: EE Opportunity

SEA States Meets Requirements

LEA Status. In Progress

Comments by SEA

Comments by LEA

Comphancs Indcats LEA programs, activities, and student clubs are available to all persans without regard to sex, sexual erientation,
gender, ethnic group identification, race, ancestry, national origin, religion, color, or mental or physical disability,
{5 CCR 4928, 4960[a])
5.1 The LEA monitors compliance with any and all rules and regulations. (EC 260)
5.2 Al student clubs have equal access i facilites and a fair opportunity to meet. (5 CCR 4927)
5.3 No course or activity is labeled or scheduled which results in the separation of students on the basis of sex,
sexual orientation, gender, ethnic group identification, race, ancestry, national origin, religion, color, and mental
or physical disability. (5 CCR 4940[d])
5.4 The LEA recognizes and eliminates unlawful discrimination. {5 CCR 4900

5.5 The LEA investigates complaints of unlawiul discrimination. (5 CCR 4960[a])

Imventory of Program

Dacuments

Oaleer Documents Process for adding new courses
Recruitment strategies
Selection criteria

Legal Redesencas.

You may view the status history of the Instrument by clicking the View Status History link below
the Instrument Report PDF. This will show all of the instrument status updates, when they were
made and by who.

\":;/ Ace T?st D_istrict
Monitoring

IHSTRUMENT: Technaology Plan

Status History

UPDATED BY STATUS

082352010 Erin Carter (Wested) Meeds Further Action
092452010 Erin Carter (Wested) Received

0972152010 Dian Draper Submitted
09132010 Administrator Administrator In Progress

If the instrument is part of an onsite review, information about the onsite review is listed on the
Instrument Overview screen. Any sites that are being reviewed for that instrument will appear
with their review date(s).
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Team Leader: Mot Assigned
Submitters: Paul McCartney
Reviewers: CAIS Administrator

Eﬂ!il Cycle A Demo

011022011 - 01/1472011

Blue Elementary School - 45454545454 -
01 r2011-01M102011

Submitting Your Evidence to the State

When the LEA is satisfied that the evidence is complete for an instrument, an authorized user
may submit the instrument to the state for review. This changes the instrument status to
‘Submitted,” and allows the state to begin their review. You may continue working on the
instrument in this status. The current deadline for submission will be communicated to you but
you may submit an instrument at any time. We recommend that you submit your instruments
as they are completed rather than waiting for the due date to submit them all. This will give
state staff more time to review the information and provide feedback before an onsite visit.

Responding to Monitoring Items

The first step in monitoring navigation is to select an instrument from either the LEA Overview
screen or the Monitoring tab. You will navigate to the Instrument Overview screen for the
selected instrument. The top of the Instrument Overview screen contains information about the
instrument’s status, monitoring role assignments and item statuses, as well as last update and
due date information. You may add comments on the Instrument Overview screen specific to
the instrument as a whole by clicking the comment icon at the top of the screen.

\’{/ Cycle D Sample
Career Technical Ed (CTE)

Ira

Instrument Overview 1

Status: In Progress Team Leader:  State User Test
Submitters: Cycle D Test User

Criteria Questions: Mone Reviewers: Erin Carter, Andrew
Davidson, Kurt Larsen,
Gary Werhoff

ltem Status Due Date

Meets requirements: 2 47272010

Does not meet requirements: 0 Last update: 3/22/2010 3:09:38 P

In progress: 12 by Test User, Cycle D

Mot reviewed: 0
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Criteria Questions

Criteria Questions may be asked as the beginning of working on a Monitoring instrument.
Criteria Questions are Yes/No questions asked to determine the applicability of certain
Monitoring items. If a Monitoring Item has Criteria Questions applied to it and the LEA answers
“No” to those questions, the item will be removed and the LEA will not have to respond to that
item.

If Criteria Questions have not been answered by the LEA yet, they will be asked as soon as you
select the Monitoring Instrument that contains them. Select the answer and click Submit
Answers to save. You may select Not Now to return to the LEA Overview screen to respond to all
items in the instrument.

s\"':r/ Academic Excellence District -
Annual Submissions

Criteria Questions
“our response to these questions determine the tems youw will need to address as part of the Maonitoring Instrument.

1) Does the LEA receive ESEA funds?
g Yes . Mo . Marne

2 Iz the district & Career Ladder District?
o Yes g Mo . Mare

3 = the LEA & district and not & charter school?
© Ves o Mo o Mane

Submit Answers | Mot Mow |

Under Self Review, the items under each Dimension appear with a summary of the total number
of completed items in each Dimension. Click the arrow next to the Dimension name to expand
the view to see all associated items or click Expand Outline to see all items in the instrument.

Self Review

» Expand Outline
» L. Involvement 0 of1 completed
» Il. Governance and Administration 0of 3 completed
» lll. Funding 2 of & completed
» |V. Standards. Assessment. and Accountability 0 of1 completed
» VII. Teaching and Learning 0 of 4 completed

The status of the item, number of comments for the item and the total number of associated
documents in the File Cabinet uploaded for that item are displayed in the outline. If the
document icon has a red flag, this means that the item contains required documents.
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Self Review
¥ Collapse Qutline

¥ L. Involvement 0 of1 cormpleted

I-CTE 1 CTE Advisory Comimittee
Compliance Status: In Progress

]—

v Il. Governance and Administration 0 of 3 completed

Click on the Item ID to view the Item Response page for that item.

Item Response Page

The Item Response page provides detailed information about the monitoring item. It provides
you with information and guidance to address an item, in context of the response itself. Your
response to this information will be reviewed by the state to determine whether the item meets
requirements.

Item Response Page Components
The primary components of the Self Review Iltem Response page are:

e Self-Review tool

e Monitoring item information

e Legal requirements or references
e State Resources

e Comments

e LEAFile Cabinet upload

You may expand or collapse the Compliance Indicators/Program Item section, the Legal
Requirements section, the Resources section, or the LEA Self-Review section as needed.
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7 Ace Test District

English Learners (EL)

l-EL 10: EL Funding Adequate Resources

k& 3 Required Documents (1)
P P LEA Fizcal Records for EIA-

v E i & +
Compliance Indicators L= RS &
Adequate general fund resources are used to provide each English learner with leaming opportunities in an )
appropriate program, including English language development, and the rest of the core curiculum. The provision of 'IL'EI’: E:SFCUaAESECDrdS for & +
such services is not contingent on the receipt of state or federal categorical aid funds.

" . . Single Plan for Student
{20 USC 1703[f]; Castafieda v. Pickard [Sth Cir. 1951] 648 F.2d 989, 1010, 1012-1013) o DL g1
¥ Legal Requirements (5)
e 20 USC 1703
« Castafieda v, Pickard [Sth Cir. 1921] 174 Other documents (2) & 2
« Castafiedav. Pickard [Sth Cir. 1981] 2/4 o
« Castafieda v, Pickard [5th Cir 1981] 3/4 Potential Lines of
« Castafieda v Fickard [5th Cir1981] 44 (Erlfsee
* Job Descriptions and/or Duty

¥ Resources (2} Statements
The resources below are provided by the SEA to assist you with this compliance itern 'T|me-accou_nt|ng e ol el
o [ EL0%-10 OPSET andfor multi-funded staff (such as
OPSET Personnel Activity Reports [PARs])

¢ () English Learners (CDE Wehsite)
English Learners {CDE Yehsite)

Wiew Status History
¥ LEA Self-Review [optional) Eciit

Current Status  In Progress

Comments to SEA

Previous ltem | Mext ltem |

Self-Review

The Self-Review tool allows you to make an informational determination of your own compliance
with the item. Start by clicking the Edit link in the LEA Self-Review area.

¥ LEA Self-Review (optional) Edlit

Current Status  In Progress

Comments to SEA

The LEA user responds to each item by selecting from the following statuses:

e In Progress: indicates that the LEA is working on the item. This is the default
value for an item with no previous response and can be edited by the user
when it responds to the item.

e Meets Requirements: indicates that the LEA believes that the evidence is
sufficient to meet requirements for the item.
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e Does Not Meet Requirements: indicates that the LEA believes that the
evidence is not sufficient to meet requirements for the item.

e Not Monitored: indicates that the item is not addressed during this
monitoring cycle.

Select the appropriate status from the drop-down menu. Add any commentary to the Comments
to SEA box to support the response. Click Save to record your answer. Click Cancel to cancel any
changes you have made on the screen.

¥ LEA Self-Review

Change Status |In Progress j

Comments to SEA
B Y &% 9- - B I

WWe maintain records for payroll, position duty staterments, and semi-annual
certifications per Title 20.

Item Information
Below the self review and Comments to SEA field is the item information content. The
information displayed for the Monitoring Item includes:

The Compliance Indicators or Program Item is the text of the monitoring item.

Legal References are the citations that drive the compliance item. The system allows the SEA to
extract specific sections of code to display to users in relation to the particular item. Click on any
link to view the content of the legal reference.

Resources are files or web links provided by the SEA to the LEA in context of a compliance item.
They may include templates, example documents, links to further information or other material
assistance. Click the name of the resource to download the file or view the web link.

View Status History

Below the evidence boxes is the View Status History link. Like with the instrument Status
History, you can see the history of item statuses both for the LEA’s self-review and after the
state’s review, the state statuses.
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\:_:r’/ Cycle D Sample
Monitoring

INSTRUMENT: Career Technical Ed (CTE)

s ITEM: |I-CTE 02 CTE Funding Applications

Status History

UPDATED BY STATUS
11082010 Erin Carter Does Mot heet
Recuirements
11082010 Erin Carter Does Mot heet
Recuirements
10529:2010 Erin Carter Does Mot heet
Recuirements
0832010 Erin Carter In Progress

RESPONSE TYPE

State Findings

State Findings

State Findings

State Findings

FINDINGS

findings comments here let's try some line returnsihat if | copy and pasted from
Wiord? &nbsp; Like this?

findings comments herelet's try some line returns

findings comments here

Types of Evidence

On the right side of the item response screen is the document upload section. The top section is

the Requested Documents section.

Evidence requests listed here represent specific

documentary evidence requests made by the state for this item. In the example below, the
“Technology Plan Introduction Title Page” is listed as a required document for this specific item.
There may be one or many individual requests listed here, each listed with an Attach Doc button.
Note that there may be no specific evidence requests for a particular item.

Requested Documents (0)

Minutes/agendas of 35C
approving allocations,
proposed expenditures
and centralized services

Single Plan for Student
Achievement

Other Documents (0)

Examples of Evidence

* Annual evaluation results

* Consolidated Application

Beneath the specific requests under Required Documents is the Other Documents section. Here
you may upload any documents suggested in bulleted list below or any other documents that

you are supplying as evidence.
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The Attach Document screen will open with the same process as described in the Plan section of
this user guide.

Accessing Files

All documents uploaded to Tracker by the LEA will be contained within the File Cabinet but may
be accessed in a variety of filtered views.

The most specific view of documents is only documents uploaded for a specific evidence request
in the Requested Documents section, a specific Plan element, or the Other Documents category
for a particular monitoring item. If a number appears in the Attached Documents button,
documents have been uploaded to that area and clicking the button will show only those specific
documents.

Other documents () & 2

Potential Lines of
Biience

* lob Descriptions andfor Duty
Statements

* Time-accounting recards of single
and/or multi-funded staff (such as
Fersannel Activity Reports [PARS])

7 Ace Test District -
English Learners (EL)

Instrument Item: EL Funding Adequate Resources

& ATTACHMENTS (2) < ptach Doc
Q | 6O |
TITLE UPDATED BY SCHOOLS TYPE OPEN
September 22.docx 090232010 Don Draper (District) file: September 22.docx (5254 KB)
testing
September 23.docx 090232010 Don Draper (District) file: September 23.docx (1523 KB)

Testing 456

Back to Instrument lterm

You may add additional documents to the element by clicking the Attach Doc link at the top of
this view.
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You may also view all documents uploaded for all evidence categories for one monitoring item
by clicking the document icon at the top of the item response page:

\":r/ Cycle D Sample
English Learners (EL) Self Review

llI-EL 5 : EL Funding Adequate Resources 4)l& 13

Or by clicking the document icon for the item on the Instrument Overview page:

¥ lll. Funding 1 of 1 completed

Compliance Status: In Compliance

You may also view all documents uploaded for all monitoring items in the instrument at the top
of the Instrument Overview screen.

\'f:r/ Cycle D Sample
English Learners (EL)

—
1

Instrument Overview 2 DICs

Submitting completed documents

After uploading all evidence for the items in a particular instrument and completing the Self
Review, the LEA Submitter submits the completed instrument to the state. Submitting the
instrument indicates to the state that the status of the instrument is now “Submitted” and that
associated documents are ready for review. The state reviewer will then change the status to
“Received” to indicate that the desktop review has started.

Once an instrument is in a status of “Received,” any modification to the LEA file cabinet should
be communicated to the reviewer.

LEA users who have been selected as LEA Submitters for the instrument will see a button at the
top and bottom of the Instrument Overview page labeled Submit to State. Click this button to
start the submit process.
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\'F:,/ Sample District
Title I, Part A (Pl)

Instrument Overview

Status: [n Progress

Submit to State |

Criteria Guestions: MNone

Item Status Due Date

hde o A £ ful el iatuliatulalnl

You will be asked to confirm on the next screen. Click Submit to complete. Click Cancel to cancel
the submit process.

Once submitted, the Instrument Overview screen will refresh and the new status will appear at
the top as “Submitted.”

Viewing Findings and Resubmitting Items

After the state has concluded to review, the instrument status will be changed to either
Accepted or Needs Further Action. Any items that are non-compliant may be accessed by the
LEA and the findings may be viewed in three areas: on the item page, in the Instrument PDF
report, or on the SEA Findings screen. The SEA Findings screen may be accessed after a review
from either an Onsite (if applicable) on the LEA Overview:

%} Reviews 4k Schedule Review

Demo District S1G Visit B50272011 -
053172011

SEA Findings

Or from the Monitoring tab:

\:_:r/ Demeo District - 1234567890
Monitoring

Instruments tems Wignwy SEA Findings

INSTRUMENTS STATUS LAST UPDATED TEAM LEADER DISTRICT SUBMITTERS STATE REVIEWERS TOTAL /HONCOMPLIANT

Before and After School Programs (BASP In Progress 052552011 r r r 2400
Mot Assigned ey Subrmitter Mot Azsigned

Career Technical Education {CTE} In Progress 0511952011 A r r 1370
Mot Assigned ey Subrmitter Mot Azsigned
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The SEA Findings screen will display any item that had or has a status of Does Not Meet
Requirements in an instrument that has been reviewed. This screen shows all items and findings
for the LEA across reviewed instruments.

v) Cycle © Sample
Meonitoring

SEA Findings

BISTRUMENT ITEM TITLE ITEM FINDIGS DUE DATE
IDERTIFIER »
Engah Loarners Tranaiation Mtices, LEL DS 421

Reports, Stalemants,
g Vilver 15 peeroart of miors o Sudents ervolad in 8 publc sohool Speak & 4G primary Irspmgs olher

than Ereglisin, ae deberminsd by Iangusgs oo

w sk Broen the preceding yoor, ol nolices, regons,
sinerneris, and records Send 10 paneris of Such shadents
fEs & COR 11316)

ar writber in Englksh aned th primary I8rgssge
Carit daba from 2009 2010 shews that 17% o

Thish ude tefil Pocolifaciaen

& ity Bl Elemerdary School gpeak Sparith

o (e Pl el N S0 PeEeE veir i el il i Erglal ondy
o Fengive Hris Tinding, the dieinict mussl sihon Bt sl pereni Comemnication ior Bius Elsmentary School
i P arnlabilg i both English and Spanith (e

Lifutores LICF Qaresrnacs LUCPOZ

iyl § hsliteatenn a1 Pacasmdur o

Frocedses That Gresi ey Exiedl OF duh SChOdl detnict, i) eflabkih whd madnber & Metoricsl Frosenlory, OF ah
el hacs dreprdtey Syiiemh or Aty Gl Freeflory fysiees mtbnred by e S2abe Board it Bdacaton,
‘wvirech ghall CONE N 0N deCrpton, Ml GNENCAICH

rabers, and original cost of ol Bema of equigment sooqured by £ whose current marie! valse exossdy
T Farsngsd doliars (3500 per Borm, The dale of The scquitlion, B lecation of ude, and e 1ime and
ek of dkaposal & reasonabies estimabe of the orignal

i ey’ e ubiad i1 S8R Audl Origeil CodY o okt

After an instrument review, the resolution of non-compliant items is tracked on an item-by-item
basis in Tracker. The LEA may return to any instrument and respond to non-compliant findings
by uploading new documents. At the point that the LEA has responded to the findings with new
documents, the non-compliant item may be resubmitted to the state by the instrument’s LEA
Submitter.

ll-FM 02: Allowable Costs 1]

DUE DATE : 06/16/2011
Resubmit ltem |
¥ State Findings

SEA Status  Does Not Meet Requirements

Comments by SEA These are the findings for this iterm. You may read the reviewer's notes here regarding
campliance with this itern, suggested resolution and other information.

Click the Resubmit Item button to notify the state that your response to findings has been made.
An email notification will be sent to all associated monitoring roles and the item status will
become “Resubmitted.”
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After a subsequent review, the state may change the item status to “Resolved” or “Withdrawn”
or send it back to “Does Not Meet Requirements” for the LEA to continue to work on the item.
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